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HOW TO ENTER SALES PAPERWORK A N D  FA I R  M A R K E T  VA L U E  R E Q U E S T S

HOW TO LOOKUP CUSTOMER
CONTACT INFORMATION

1 From the main menu, SELECT 
option for “CLIENT SUPPORT 
SERVICES CS1”.

2 Then, SELECT option 9 “CUSTOMER 
CONTACT LOOKUP”.

3 If the CUSTOMER NUMBER is 
known it can be ENTERED on 
this screen.
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HOW TO LOOKUP CUSTOMER
CONTACT INFORMATION

4 If the CUSTOMER NUMBER is 
not known, press F7 to search 
for a customer by name

5 ENTER a PARTIAL of FULL customer 
name and press <ENTER> to display 
the results of the search.

6 Using the ARROW KEYS, 
SELECT the desired customer 
and press <ENTER>.
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HOW TO LOOKUP CUSTOMER
CONTACT INFORMATION

7 Press <ENTER> again to view 
All contacts.

8 SELECT the desired 
contact and press 
<ENTER> to view their 
information.

9 To find specific CENTER 
LOCATION contacts input a 
"?" after center
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HOW TO LOOKUP CUSTOMER
CONTACT INFORMATION

10 This will display each 
available center. Using the 
ARROW KEYS, SELECT 
the desired center and 
press <ENTER>.

11 SELECT the desired contact and press 
<ENTER> to view their information.

12 The screen will display 
their information.
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